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Working with words			
Business communication	


Which department do these people work in?

1	Arthur installs programs on the company PCs. 	________
2	Lara interviews applicants for jobs. ________
3	Silvana buys office equipment for the whole 	group. ________
4	Akira runs courses in Japanese. ________
5	Pablo deals with transporting goods to the 	customer. ________
6	Marcel checks the products for faults. 	________
7	If you have a broken photocopier, call Mike. 	________
8	Tatiana is in charge of a team looking for new 	ideas. ________
9	Dieter looks after the money. ________
10	Tina finds out what the customers really want. 	________

Language at work

Write the questions for the answers. Use the correct form of the word in brackets.

11	I work in HR. (department)
	____________________________________?
12	About 15,000. (employ)
	____________________________________?
13	I’m planning a trip to Hong Kong. (at the 	moment) 
	____________________________________?
14	Tea, please. (prefer)
	____________________________________?
15	About six times a year. (visit Japan)
	____________________________________?
16	He’s Swedish. (come)
	____________________________________?
17	I’m here until next Thursday. (stay)
	____________________________________?
18	In 2005. (move here)
	____________________________________?
19	Not very much. (know about the Australian 	market) 
____________________________________?
20	Parts for car engines. (produce)
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Complete this presentation with phrases a–j.

a	everybody see
b	increase
c	that clear
d	important thing here
e	a breakdown of
f	shows
g	let’s look
h	notice that
i	a look at
j	you can see

Have 21 ______ this graph. Is 22 ______? This graph 23 ______ the money we have spent on salaries in the last ten years. As 24 ______, there has been a big 25 ______ overall, from €250,000 to €400,000, but the 26 ______ is that per head salaries have only risen 3%.
27 ______ at the next slide. Can 28 ______ that? This pie chart gives 29 ______ spending on salaries by region. 30 ______ Europe is 20% higher than anywhere else.
		   
Result ______________ / 30 marks
Speaking test

Role card

This Speaking test has only one role card because each student has to give a presentation. Copy this page and cut out the role card for the student. Then use the Speaking test results forms to evaluate the student’s performance. You can then cut out the results and give them to the student.

You work for a stationery company. You manufacture office equipment and supply it to companies in Western Europe and Asia. You are presenting the findings of an internal report about your company, its products, and its markets in order to find a strategy for the future. Use this table and present the information.

	Strengths
	Weaknesses

	Clients trust the product and service
Good sales teams
Good product range
	High price compared to some competitors
Supply chain is unreliable

	Opportunities
	Threats

	Emerging markets in Eastern Europe
Potential new partnerships with producers in the East
	Economic situation is unstable
Cost of raw materials is increasing



· Introduce the presentation
· Explain what the table represents	
· Check that the table is visible
· Describe each section individually
· Focus on one or two important points

Speaking test results

Use this form to evaluate the student.

	Can the student …
	Didn’t do this 
(0 points)
	Yes, but with some mistakes 
(1 point)
	Yes, did this very well 
(2 points)

	introduce the presentation?
	
	
	

	explain the visual information?
	
	
	

	check it is visible?
	
	
	

	describe the visual information in detail?
	
	
	

	focus on important points?
	
	
	



					          Result __________ / 10 marks

